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To Records Center | ‘ ““:?“ DA&B:-’26 Juiy 1974 -

ATIN : Mr. _ o - . STATINTL

fROM 1 Qffice of Logistics, Records Management Officer

.EUBJEERVDeSCruction of Job No. 67-459
DL EE L I BRI Rt ﬁLﬁ: : S LT

;L. Due to archangeiin procedure, Job # 67-459 may be deétfoyéd'ét"'
Cothis tdime, ST EEn Ty A ' . ' |

el e

R 2, The“.Aixjformati:cnn'?;é"é)h’tained‘ in“the ‘job is related to an'old - =

“procedure wi thranother Government 'Agencyand is° now beine handled in -
““normal ‘channels“#=-being: microfilmed and ‘ho- longer “sent 't; the Records
Céater. -Thesesrecords are rno- longer carri 2d' “sgparately-on the Lasishi :

| “Records Schedidie, . rinfu’ o . EenEa s e oss e o STRPINGE

e s e e . SEREN : . R
TO: .CIA Records Management Officer T . B
' 'The memo describes records that appeared in OL’RCS’34~60£A‘f0r the .
Reioids.and Services. Branch, Admin Staff, Office of the Director, OL:
A

LOGS: Copies’of old log books and Form 238 recording L
documents in and out' of the Office of Logistics as required by
- existing procedure§ "1954-1960...No disposal authorized by this
~schedule. Cut off?atbehdfof*éachanléndaffjégxi_retain‘in”cugfﬁﬁf P
file areaione‘yeaf“and‘rétiré?tb-the'Records Center.*. = = i_,INTL
With the revision’of that offices Records Control ‘Schedule 3400.02
dated 16 Marcdh 1973,"the

Logs ‘and Form 238 records were dropped
from the schedule because the procedure that controlled thems retention
was discontinued within the Office of Logisties. . .
Normal logging récords under the GSA General Schedule are required
to be retained for two years and then can be destroyed. 1I,therefore,
recommend that the request from Office of Logistics RMO for destruction
of these records be approved since th :
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PIQO TORTE b v RECORDS CENTER

JOB NO. ~

FEYSRRERC AN,

Aot
For Reference Service on Records Transferred to
Storage Complete Form 490 and Refer to Above

Submit original and 4 copies 1o Records Center,

Additional copies may be prepared as indicated by your RMO., ) Job Number.

PARY | ('O BE COMPLETED BY THE RECORDS CUSTODIAN)
DIVISION

FROM:
(0fice) Q0L fice of Logistics

Approved For Reledgs”’
RECORDS RETIREM

Tuwe copies will be returned 1o the originating office.

ENT REQUEST

Executive Office

SECTION

10:

Chief, Records Center. PPN

Records & Services

APPLICATION 1S MADE FOR RETIREMENT OF THE RECORDS DESCRIBED BELOW
IF NECESSARY TO LIST RECORDS, USE FORM NO. 1400, RECORDS

DESCRIPTION OF FILE SERIES (Use description in Records Control Schedule and inclusive dates.)

i SHELF LIST ( Check appropriate box below.)

Copies of TForm 238 recording -documents in and out of the STATINTL™
Office of Logistics as regquired by existing procedures. 1965

3
[] SHELF LIST INCLUDED IN TRANSFER

7] sHEwr LisT ATTACKED
A oo

“ I ' . B :
FILE EQUIPMENT OCCUPIED BY RECORDS

| CLASSIFICATION OF RECORDS

Secret
) 7] remer (] orwer ¢Specify)
- N% X g card files
—23{ NUMBER OF DRAWERS

[] ecal

STATINTL

APPROXIMATE REFERENCE ACTIVITY PER MONTH
LOCATION OF RECORDS
BUILDING ROOM EXTENSION DATE
- 8 L
Ames l 1227 2003 3 Jan OF
PART 0 (10 BE COMPLETED BY THE RECORDS MANAGEM
TYPE OF MATERIAL . . .
£
[£] recoro [} ~on-recoro
RESTRICTIONS ON USE OF RECORDS (If mno restrictions write " None'' }
OL Only [
" DISPOSITION AUTHORIZATION
SCHEDULED DESTRUCTION DATE

CITE SCHEDULE OR AUTHORITY.
’ ' STATINTL

34-60-A"  Item 1Oec.

FaunoinG : ROOM EXTENSION | DATE S

‘ : L . - 7

Ames 1227 2461 // f‘/é 7
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0’} 1CE,

Staff, Records and Services Branch

Approved For Release 2001/07/12 @QIWP?? -07317A01
RECGRDS COATROL SCHEDULE 3h4-60-A
/) CONCURRENCE
DIVISION. BRANCH . EIG?ﬁTpRE
0ffice of Logisties, Office of the Director, Administrative {7
ITLE DATE

support activities/Tor the Agency as reflected
in Ttem No. T. | docuzents are filed centrally
in the Office except as nezeded within the Divi-
sions for working needs. Filed by Top Secret

Fumber. 1946 - 19C0.

//,

or retire. Pertinent disposal item %o be

applied to retained documents on an

individual basis, or if material is

integrated with files of a lorer classifica

tion for purposes of continuity, clearance

'will be obtained from the Area TSCC and the
ea Records Officer bvefore rebirewment,

IRECTOR OF Lx,\..aa CS pd
IJ(E M (TITLE, DESCRIPT’;(I?}G.E SARIRZIEI!\(;EF:I{;'\:T(':,AEIIV%NINCLUSIVE DATES) (C\(ljg';ng‘gT. ) D'SPOS'T’ON/"{TRUCT'ONS
T. Office SubJject Corraspondence Files

Files wnich document the activities of the - 8.0 | Disposal p6t suthorized by this schedule.

Office of Logistics in support of Agency activ- Cut off”at the end of each calendar year;
PSX1Al ities in accordance With the mission assigned in retpdn in current file area two years and
Regulation Congisting of correspondence snafer to Records Center.
signed by the Director of Logistics, surveys,
charts, studies, and reports partaining to % FXCEFTION: Tiles concerning adminis-
leogistical planning; requirements; procurement, b ative and housekeeping fuunctions,
distribution, and accountebility of Agency guch as: personnel, training, travel,
equipment and supplies; tremsportation of space and services, budgeb end fiscal
personnel, equipment and supplies; real estal matiers, security and other similar
and construction; and other support services, subjects, may, vwhere possible, be
including Agency meil and couriler services segregated by groups upon retirement
telephone service, and printing and repfcduction. and may be destroyed after 2 years
Used in policy and operating dete ations, and after the current yosy or expiration.
also in the general administrabtiop/of the Office
of Logistics. Filed according 16 Agency Subject
File Menual. 1958 - 1960.
8. | Top Secret Document File
Top Secret documeats concerning logistical 3,0 | Pericdically review to downgrade, desihroy

FORM NO.
1 J&N 56
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. [SRURVIE YO
¢ Project Adminisbrotive Plans Files
9o Copies of project admlnistrative plans and 0.5 Temporary. oy woen project is
pericdic reviews. TFiled by Area and projecs terninated.
name ‘thereunder. 1952 - 1560.
25 X% Top Secret anglogs
a. Coples of 0ld beok logs, Form 35-1 and 0.6 26 disposal authorized by this schedule.
current Form 1225 "Top Seeret Control Record” Records of documents which have been
recording all TS documents received or originated downgraded or destroyed may be segregated
in the Office of Logistics. Form 1225 contalns end rebired to Records Center as no longer
. signatures for documents vwithin the Office. nceded. (GRS 12 - Item G.a.)
} Filed numerically. 1946 - 1960.
b, Covples of Form 1225 "Top Secret Contrg 0.1 Destroy if superseded by a cheouge in
Record" filed by subject. Serves as cross procedure. '
reference to a, above.
i c. Cecples of old log bocks and Foxh 238 0.6 | Wo disposal suthorized by this schedule.
26X1A | recording [ docurents in and opt of the Cut off at end of each calendar year;
Office of Logistics as required by existing rebain in current file area cne year and
procedures. 1954 - 1960 ' retire to Records Center. -
11. Documsnt Conbrol Files wpgg)/
Form No. 238 “"Document/Control Ticket” used as L.g

a log to record the recgéipt, routing, conbrol and
dispatch of incoming #hd oubgolng correspondence
and dispatches of thé Cffice of Logistics.

Cross referenced 44 filing point of documents.

vy (No 1 copy) remains with
cempleted, dispetched or filed,
to Reglsbry. Tiled by socurce.

a. Record
document w L
Shen reburng
1958 - 196

Suspense copy (o 2 copy) filed by scurce

Current

Do

FORM KO.
1 JAN 88§

[30a

Approved-ForRetease-200H0T/12~CtA:RDP7]

USE PREVIOUS Nempnn N renm R -
EDITIONS. RECORDS GONTRCL SO R

P

« CONTINUATICN SHEET

Temporary. Cut off at the end of each
calendar year; retain in current file ziea
2 yvears and retire to Records Center.
Desbroy 2 years thereafter.

6.a.)

Destroy upen reczipt of No. L copy.

(ors 12 - Ite
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5.

“Approved For Release 2001/07/12 : CIA-RDP78}
Resulatlons Files

‘:OL&?C& comments and othe
ulations of direct intor
3, PMiled by regulauion numbe*o

b, Drafis, comzents and memoranda regard

p;opoued regulations of other ﬁde' Cy COmD
/ C

| Top_ Secreh Logs R -

-
-2, .Coples of Form 1225 “Lon Seeret Control
Record™ vecording all TS documents © cclwed or
originated in the Office of Logistics. Form 1225
contains signatures for documents within the
Office, Filed m “”“1@&111-

b, Copies of Form 1225 "Top Secret Ceﬁtrol
Record® filed by oubJCCb. Serves as cross ref:
©ncs U0 8. a8bovS,

Docu

Form No, 238 "Document Control Ticket® used/as
a lo: to reco'd the roce¢pu, TOQULBQ, control and

&nd dispawches of the 0ffice of Logistic % Gross
referenced %o filing point of cdocuments

a, Record copy (Wo. 1 copy) remalds with
document until completed, dispatehod or filed
then returned to Registry, Filed/by source,

“;oual aus
s of doc

calendar years
two years, Micro
in york area, 1
Center, rotain

Temporary. Des
CODY»

UQL ¥ wien

Fa¥-3

Temporary., Cut off

at ths end of each

e

rengia in current file area

rofilm, retain caruridoa £ilm
stive silver film to Records
10 yee ars; then destroy,

troy upon receipt of Mo,

egulagi
Gor required for

1blicat io

1

D
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